        1838C   WORKSHEET STEP BY STEP 
1. BEGIN TOUR AT 750 AM (CLOCK RING ARE IN HUNDREDTHS OF AN HOUR

2. LINE 23 BEGINNING TIME OF 7:30  FILL OUT TOP AND BOTTON OF THE FORM ENDING TIME 7:31 YOU ALSO WRITE 1 MINUTES IN THE ELAPSED TIME COLUMN TO THE RIGHT

3. LINE 15 BEGINNING TIME AT 7:31 YOU WITHDRAW MAIL  ENDING AT 7:33  YOU ALSO WRITE 2 MINUTES IN THE ELAPSED TIME COLUMN TO THE RIGHT
4. LINE 23 BEGINNING TIME 7:33 COUNTING MAIL  ENDING AT 7:45 YOU ALSO WRITE 12 MINUTES IN THE ELAPSED TIME COLUMN TO THE RIGHT
5. AT 745 YOU BEGIN CASING MAIL, NO ENTRY FOR CASING MAIL

6. AT 8:00 PERSONAL NEEDS NO LINE ENTRY FOR PERSONAL NEEDS  YOU ALLOWED 5 MINUTES 

7. LINE 21 (ACTUAL TIME) THROWBACK CASE BEGINNING AT 8:29 AND ENDING AT 8:30  YOU ALSO WRITE 1 MINUTES IN THE ELAPSED TIME COLUMN TO THE RIGHT
8. LINE 18 BREAK  BEGINNING TIME 8:30 ENDING AT 8:40 YOU ALSO WRITE 10 MINUTES IN THE ELAPSED TIME COLUMN TO THE RIGHT

9. LINE 19 INSPECT VEHICLE (ACTUAL TIME ENTRY) BEGINNING TIME 8:40  ENDING TIME 8:46 YOU ALSO WRITE 6 MINUTES IN THE ELAPSED TIME COLUMN TO THE RIGHT
10. LINE 21B RETRIEVE PARCEL, HAMPER AND LOAD PARCELS INTO THE VEHICLE BEGINNING TIME 8:46 ENDING TIME 8:50 YOU ALSO WRITE 4 MINUTES IN THE ELAPSED TIME COLUMN TO THE RIGHT

11. LINE 15 WITHDRAW MAIL BEGINNING TIME AT 8:50 AND ENDING AT 8:51 YOU ALSO WRITE 1 MINUTES IN THE ELAPSED TIME COLUMN TO THE RIGHT
12. LINE 23 BEGINNING TIME 8:51  COUNTING MAIL ENDING AT 8:56  ALSO WRITE 5 MINUTES IN THE ELAPSED TIME COLUMN TO THE RIGHT
13. LINE 15 WITHDRAW MAIL BEGINNING TIME AT 8:56 AND ENDING AT 8:57 YOU ALSO WRITE 1 MINUTE IN THE ELAPSED TIME COLUMN TO THE RIGHT

14. AT 8:57 YOU COUNTINUOS CASING  NO ENTRY FOR CASING MAIL 

15. LINE 14 ACCOUNTABLE ITEMS BEGINNING AT 9:10  ENDING TIME 9:13 YOU ALSO WRITE 3 MINUTES IN THE ELAPSED TIME COLUMN TO THE RIGHT

16. AT 9:13 YOU COUNTINUOS CASING  NO ENTRY FOR CASING MAIL 
17. LINE 21C THROWBACK CASE  (CUT OFF TIME) BEGINNING TIME AT 9:30 ENDING TIME 9:32 YOU ALSO WRITE 2 MINUTES IN THE ELAPSED TIME COLUMN TO THE RIGHT

18. LINE 23 COUNTING MAIL BEGINNING AT 9:32 ENDIING TIME AT 9:35 YOU ALSO WRITE 3 MINUTES IN THE ELAPSED TIME COLUMN TO THE RIGHT

19. AT 9:35 YOU COUNTINUOS CASING  NO ENTRY FOR CASING MAIL 

20. LINE 22A FILLING OUT 3996 BEGINNING AT 9:40 ENDING TIME 9:42 YOU ALSO WRITE 2 MINUTES IN THE ELAPSED TIME COLUMN TO THE RIGHT 

21. LINE 21 D SUPERVISOR OFFICIAL COMMUNICATION  BEGINNING AT 9:45 ENDING TIME 9:46 YOU ALSO WRITE 2 MINUTES IN THE ELAPSED TIME COLUMN TO THE RIGHT 

22. AT 9:46 YOU START PULLING DOWN AND STRAP OUT THE MAIL ENDING AT 9:55  NO LINE ENTRY FOR PULLING DOWN

23. AT 9:55 YOU DO MARKUPS AND COA NO LINE ENTRY FOR MARKUPS AND COA

24. LINE 21E DISPOSE OF EMPTY EQUIPMENT, TAKE CFS AND MK-UP  BEGINNING TIME 9:57  ENDING TIME 10:00 YOU ALSO WRITE 3 MINUTES IN THE ELAPSED TIME COLUMN TO THE RIGHT

25. CLOCK OUT  ENTER YOUR LEAVING TIME ON THE 1838C WORKSHEET AT THE BOTTOM OF THE CLOCK RING SECTION  10:00
(CLOCK RING ARE IN HUNDREDTHS OF AN HOUR)

26. LEAVE THE WORKSHEET IN THE DESIGNATED AREA

27. STREET TIME

28. CLOCK IN AT 16:40 AT BOTTOM OF THE CLOCK RING SECTION (CLOCK RING ARE IN HUNDREDTHS OF AN HOUR)
29. LINE 14 TURN IN ACCOUNTABLE ITEMS BEGINNING TIME 4:24 ENDING TIME 4:26 YOU ALSO WRITE 2 MINUTES IN THE ELAPSED TIME COLUMN TO THE RIGHT
30. LINE 21F DISPOSE OF 3M ,WITHDRAW MAIL,RED CARDS EMPTY SATCHEL ETC BEGINNING TIME 4:26 ENDING TIME 4:28 YOU ALSO WRITE 2 MINUTES IN THE ELAPSED TIME COLUMN TO THE RIGHT
31. LINE 21G  WASH UP BEGINNING TIME 4:28 ENDING TIME 4:29  YOU ALSO WRITE 1 MINUTE IN THE ELAPSED TIME COLUMN TO THE RIGHT

32. LINE 23 FINISH FILLING OUT THE 1838C WORKSHEET (AT THE BOTTON FILL IN YOUR LUNCH PERIOD TIMES ADD YOUR SIGNATURE BEGINNING TIME 4:29 ENDING TIME 4:30 YOU ALSO WRITE 1 MINUTE IN THE ELAPSED TIME COLUMN TO THE RIGHT
33. END TOUR  YOU CLOCK OUT AT 16:50 

34. LEAVE THE WORKSHEET IN THE DEDIGNATED AREA 
